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and supervision o f  funds a l lo ted  and expended by the various types of  a c t i v i t e s .  

_ _  I. 
- - 

TIt**, $1 *'). u1 f i i .  .rr..,,-.t 

Fund Control by Activity F i l e  - Almulticolumnar chronologically arranged docurrent which 
displays funds a l lo ted ,  funds expended, and balances on a monthly and year-to date bas i s  
by the type  o f  Activity which i s  involved. 



I 13. Is t h i s  the Record Capy of t h e  ser ies?  

11 [ %  

15. Is the infontation cbntainrd i h  t h i s  s e r i e s  ever sm-arized or published? B1 [I 

8 1  
14. Is there  a duplication of t h i s  se r ies  i n  another off ice  o r  agency? 

e records se r i e s  i t s e l f  i s  a slarnary oflfunds a l lo ted  and expended over vBfious periods 
16. %S the  Series _ .  contain c l a s s i f i ed  information requiring security handling? 

17. Does the se r i e s  docpent  pol ic ies  and procedures of agency's operation or  function? [ ]  

time- [ ]  [i 

k] 
. . . ... .. 

. .  , ... ~. 

_18. Could the function be performed if the f i l e s  were l o s t  or destroyed? [ I  [ t  
19. Is the se r i e s  ( o r  major portion of it) regularly microfilmed? If yes,  why? [ I  rt 
20. Does the record ser ies  provide data as input t o  an ED? f i l e ?  [ I  [ t  
21. Does the record ser ies  contain documentation produced as EDP printout? [ I  [k 

:[I [k 22.-Is . the  series affected by Federal or  grant funds? ~. . . .  , 

23. W i l l  t h e s  be a need for these records 10, 15  years from now? If yes,  what? 

24. REQUIREMENTS. The following requires the f i l e s  t o  b.e kept 1 years  : 

. ~ .  

~. . .~ .~ 
.. . .  

~~ 
.~ 

~~ -. . -. .~ . . .  .. . . ,  

i l  kl - - . -  ~ ~~ -- ~ 

a. [ ]STATE b.  [ ISTATWE OF c. []AUDIT d. []FEDERAL e.  &JMINISTRATIVE f. [ ]HISTORICAL 
LAW LIMITATION PERIOD LAW DECISION VALUE 

( C i t e  Lm, Sta tu te ,  or other reason for the re tent ion requirement) 
The ser ies  i s  needed for control ,  analyzation, review and supe:rvision for one year. 

.,. 
25. AGENCY R E C O M N D A T I O N S .  This agency recommends tha t  the f i l e  se r ies   be cut off at the end 

of each -[]CALENDAR YEAR -WFISCAL YEAR -[]OTHER ,then : 

. . .  . A, []Destroy i m e g a t e l y  a f t e r  -cut off,. , ..I. - -  . . ~ , . ~.. ~ 

1 ' [ 1Destmy. , 

- ~. ''; B.[]Hold~~in..cusredt; ' f i l es  ~are.a .~ . 1. . jnonth(s)/. L .~ I~ ~ ~ y e a r ( s ) ,    then: . . .  . 1 . - .  ~ .~ 
c ~ ' '  

- 
, ~~ ... . . .  

. . . . .  . .  
r~~~ ~~ 

2 [ I ~ r a n s f e r  t o  records center: d ~ j e a r ( s ) ,  then: 
Destroy. 

3 [ I ~ e s t r o y  a f te r  audit ( o r  _ y e a d s )  after sudi t ) .  
C. []Hold i n  current f i l e s  area indefini te ly .  

D.[]Hold i n  current f i l e s  area y e a r ( s ) ,  then t ransfer  t o  Archives permanently. 

. E.t'Other Hold i n  the current F i l e s  area one year o r  u n t i l  ,- a f t e r  the annual audit  
w h W ~ ~ a t k ' " b % ~ + ~ @ ~ a &  es  & ro  k c o m e n d a t i o n s  above/or u r i t e  d i t i a a l  wmmks) : 

-;.J Retention time should be ample to  saeisfy administrative needs. 
_T- - ,~ ~ ~- 

Kecomnendations 
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